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ABSTRACT . . > • . ' 

This studeiit modyle on establishing a/ company safety 
and health program is one of 50 Aodule^^Rcerned with job safisty and 
health. This module outlines the funda^rtirs of how a company safety 
and health program is established and operated. Following the 
introduction, nine objectives (each keyfecJ to af*^page in the text) the 
student is expected to 'accomplish are listed (e.g.. Describe the 
objectives of an accident investigation). Then each objective is 
taught in detail, s'Sfce^times accompanied by * illustrations. Learning . 
activities are included. A list of references and answers to learning 
activities complete the mocTule, (CT) 
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^ • INTRODUCTIO 

The greatest single 'goal of accompany safety and health program is to 
ensure that workplace activities are performed without accidents, injuries, 
or occupational illnesses. To successful ly accomplish] th.is o\)jective, 
management must provide a safe and healthful workplace for every .worker . 
Addttionally , management must ensure that all workers are trained in the 
safe performance of their jobs. Employees, in turn, have the duty to follow 
all safety ruTes and regulations that apply to their ^ivork action. In order 
for a company safety a^nd health program fcg operate successfully, e.ach indi- 
vidual worker must believe i-n safety, practice safety, and encourage others 
in the practice^ of safety. j 

The elimination of human suffering and (feath is the most important of ^ 
the benefits that derive from a well planned, fully operationajl , company 
safety program. The*economic benefits of a safety program are also worthy 
of consideration. Since an accident is any incictent that hi^iders normaj 
operation of the work process, accident preventioo and efficient production 
are closely relatecl. Accidents cost the employer ih terms of lost time, inr 
creased waste, products of poor quality, insurance ^l^ims, and work,er*s com- 
pensation payments. There is no "return on investment** for money spent, as'^ 
resiilt ^f accidents - this is simply loct money. Res^f^ch has shown th^at - 
the cost of an act^ident far exceeds th^ cost of accidertt prevention. 
\ Naturally, a safety program 'involves each individual worker from a 
standpoint of personal well being. Workers sh6uld furtKer'^constder the 
financial losses to their company as being a threat to their own job secur- 
ity should the company fafl financially. «i F(ir these reasons^d others, in-- 
dividual workers should understand the fundamental's of how a cdciparty safety 
and health program is established and operated. This^-kriiowledge Is necessary 
not oftljt' to those employees who are afsked to serve on cbrrpany safety commit- 
tees or who wi 1 1 'eventual ly fill ma/iagement positions, but to every em- 
ployee. ^ • . . : ^ \^ . 
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OBJECTIVES 



Upon completion of this module, the stu^€|it should be able to: 

1. * Summarize the effect of-^the OSHAct orv company safety programs. .(Page 

2. Define the basic elements of a company safety, program. (Page 4) 

3. Discuss company safety poliqy justification, management consideration, 
a,nd 'implementation. (Page 7) ^ , 

4. . Explain ^ive ways in which nteaagement can keep employee interest high 

^ in safety programs. (Page 9) ' 

5. Explain two objectives of regul^ar safety inspection^. (Page 12) 

6. Explain the need fo^ checkl i sts .and the items that , a checklist should 
. cover. ^(Page 15). . ^ / 

7f I^len^tify and describe two OSHA-required accident r^or^ forms. (Page 
18) " ^ * 

8. Describe the objectives of an accident Investigation. (Page 22) 

9. Cite the benefits of a good Ci3aipany safety program. (Page 24) 
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SUBJECT MATTER 



OBJECTIVE 1: ^Summarize the el|fect of -the OSHAct on com- 
. P4ny safety programs. 



In- the years preceding 1970, the ^fStisHfS of Injury and Ulness from 
American industry, indicated an .overwhelming neeW foe attention and improve- 
ment ,in the areas of job safety and health.^ In Isome years, worker deaths 
were as high as 14,000. Other annual statistics showed that nearly" two and 
a half m-flli6n American workers were disabled from on-the-job accidents. In 
fact, disabilities'accounted for qwre lost work days in industry tharf-did^ 
strikes^ However, deaths and disabilities v^ere not the only problems. In \ 
some years, the estimated new cases of occupational diseases had 'totaled 
300,000. ' *v ' . * 

Lost 'production and wages, itedical expenses, and disability compensa- 
tion placed a staggering burden on the* nation^s commerce. cost irf human 
life was jDeyond calculatjon. For £hese reasons, the Willianis-St^ig^r Occu- 
patiQnal Safety and Health Act- was passed by Congress in 1970. The act was 
designed "to-assure so far as possi^jl e'^every working man an^J- womaji ih the 
Nation saf« aad healthful working conditions and to preserve our human 
resources." ^ ' ^ ■ ' 

^ The WilliamS'-Steiger^ Act became known as the OSHAct. The .act itself * 
'was a new law^ but like any law 'it was meaningl ess -without an agency to ad-* 
minister and enforce For this 'purpose, OSHAct created the Occupational 
Safety , and -Health Administration ^vlithin the Bepartme^t^ of Labor. This ad- 
ministrative affd^enforceiT)$nt agency became known as OSHA. In other word^, 
OSHAct is tbr law, and ^OSHA i? the^^gehcy that administers and enforces that 



law. 



OSHA was charged with njany responsibilities, among which were the fol' 
lowing: " v ' \ 

• To encourage employers ajid,eri0loyees to reduce workplace hazards 
-and tj0 implement new "Sr improve existing safety and health pro- 
grams. _ , ' . ■ ' . ■ ' 
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• To establish "separate but dependent responsibilities and rights" 
' . for employers and employees for the achievement of better safety 

and health conditions. ^ 

• To maintain a reporting and recordkeeping system to monitor job-* l 

I 

related injuries and illnesses. / 
' • To develop and enforce mandatory job safety and health standards. < 

• To provide for the development, analysis, evaluation, and approval 
af sta.te .occupational safety and health programs. 

In order to comply. with the OSHAct, ^an employer must become familiar^ 
with and comply with mandatory standards, and must inform all* employees of 
their rights untjer the OSHAct., Employers tmst not cli scrimi nate against -any 
worker for exercising these rights. Howev%r, with these employee rights 
^come responsibilities, including the requirements to, follow the employer*»s 
safety- and health rules and to report hazardous conditions in the ^' 
workplace. The safety and health rules of thC employer are ^necessary part 
of the company safety pr^fiim, and should be known and :fol 1 owed by eafch 

employee. / , ' . - * 

\ * * ' • * 



ACTIVITY 1:* 



For what specific purpose was the OSHAct designed? 




OBJECTIVE 2: Define .the *basic elements of a company 
safety program. 



.In order to bev^uccessful , a company safetv program /leeds (1) a clear 
statement of objectives, (2) procedures for accom>Jishing ^ose objectives, 
and (3) the right people to implement it. In other v>«^ds, an effective com- 
panry safety pr6gram nee,ds a plan. v< 



♦Answers 'to Activites begin dn Page 25. 
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Because each workplace situation is unique, plans must vary. However, 
certain elements that have been proven effective in the workplace are ba^ic 
^toall good company^ safety and health programs. Eight of these are - ' 

1. . Policy -A po>icy statement should be issued by the highest level of 

management as the foundation for the company safety program^ This 
statement should point up the, management "^s concern for the safety of 
employees, and establish the management's conviction that the company 
program must be comp.lied with. ' * ' 

2. Organization - An organizational plan shoul'd^be developed to delegate 
responsibilities to all departments. Under this plan each leVel of 

. pi;oduction will know what their duties concerning safety are -and who 
their supervisors are. This structure will allow a chain of communica- 
tion between all levels, which is a necessary part of an effective pro- 
gram.' . ^ 

3. * Wr14^ten Safety Rules - All company safety rules should' be published in 

a v^itfeea-form. Written rules are more easily enforced, and provide ^ 
readily available guidance for operational safety. These rLles should 
include what penalties a^e given for non-compliance. Each current em- 
ployee as well as any new employee should be furnished a coty of the 
sa^fety rules. . . \ 

4. Facilities and ' Equipment Plains - A written plan should be deveWied to 
detail specific duties of the safety program that relate to faciPities 
and' equipment^. Such functions ^s preventi vfe maintenance, al,arm sy$^ 
tems, fire prevention equipment, machine guarding, and mahy dthers 
should be .appointed to specific persons within a department. " ^ 

5-.' Identification of Hazards - frn assessment should be made to determine 
all present and potential hazards in the workplace. This evaluation 
should be made within each department by members of the safety commit- 
tee and the department stjpervisor. Once these hazards are identified, 
methods of controlling them should be introduced. Such methods m^y re- 
quire physical changes in the plant or administrative measures such as 
operator training, posted warning?, or procedi^»t changes. Identifica- 
tion of hazards should be an on-gotng process/ 

6. Accountability - A system of cl^ecks should be established to ensure 
'that all aspects of the safety program are being followed. Records of 
training, maintenatice, inspections, and Occident reports^hould be 1n- 

^ eluded Jn this checki^ng system. Records should be analyzed periodi- 
cally ^0 determine where the safety plan may be inadequate. 

7. Emergency Plans - A written p],an of action must be formulated that de- 
tails procedures to jDe taken by specific employees in emergency situa- 
tions. Alarm systems, evacuation proce^res, medical funct^on^, train- 



Ing of emergency pe.rsonnel, and communi^pHons should be consi^e^ed. 
The plan should be reviewed with each flB|oyee 
indecision in an ef^gency will be el imffTated. 



/ 
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8,' Training - Procedures for training employees should be an established 
part of- the company* safety program. While training must not be used as 
.a substitute for* other accident prevention methods, proper training 
will reinforce safety consaiousness and is a necessary part of the 
overafl program. Those persons designated to train employees must .be 
technically qualified and ab^e to motivate others. 

Putting into p|ractT(:e the above guidelines for establishing ^accident 
prevention -program normally does not require additional expenditures or • 
extlj^personnel . The trairring, procedures, and organization built into a 
• compaH safety and health program^will enable an emp'Joyer tp successfully 
maintain OSHA standards. In addition to reducing the'number of on-the-job 
acci<lents, a successful company safety and hetalth program will reduce the 
expense of accident c-laims, promote productivity in the -workplace, and 
establish good faith jpd, godij will in employee-employer relationships. . 



ACTIVITY 2: 



h Who s™uld #ssue the' policy sta^tement of a compa^ny 

safety program? ' > / ' ^ ^ 

1\ All present and potentiat hazards in the workplace 
should be identified. Who should identify these 

hazards? - i ^ 

/ ' 

^ ^ 

3. Name five things that should be considered in emer- 
gency plans. 
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OBJECTIVE 3: ' Discuss company safety policy juftifica- 
tion, management consideration, and implementation. 



- W>ine providing a safe and healthful workplace is a requirement of law,* 
there are also various benefits -that are derived 'frQm an efficlelitly oper- 
ated safety program. By ma^nt^^+ai^!g ^ ^^^^ workpld.ce and operating in a 
safe manner, a company cani^de'crease the financia.1* losses from accidents and 
correspondingly increase the profits.- A safe workpVace also has a positive 
influence on worker morale, which in turn lowers the rate of worker turnover 
by increasing jab satisfaction. , * " ' « 

*7o realize these benefits, all elements of the company safety program 
must be carried outl To ensure full implementation^, responsibility must be 
'assigned to key people; most companies set up a safety committee. Two type^ 
of committee are common: those composed of staff personne-l specifically 
delegated safetj^ and health responsibilities; and those where a^management 
representative works with a group of employees appointed to advise on and 
assist with worker safety and health. 

• If safety' and heajth responsibilities are assigned in the same manner 
as are production resporisibi fities, management, foremen, supervisors, crew 
leaders, and other key en^oyees are involved in the process.' Th1$ ensures 
some expertise^at all levels and eliminates the need for hiring additipnaV 
safety and health personnel. Once a chaiA^of authority has been estab- 
lished, the safety 'program should set preventi ve^maintenance .as 'a majorl ob- 
jective. Preventive maintenance involves'the 'discovery of conditions tnat, 
if uncorrected, might result In worker accidents or equipment breakdown. 
Other considerations irj the safety program should be personnel safety, 
structural an*d mechanical safety, accident reduction, and attention to all 
the training, health,. and medical first-aid standards set by OSHA.^ 

Personnel safety includes the use of personal protective equipment 
(Figure 1) such as goggles, gloves, and hard hats. Personal protective 
equipment (PPE) must be Inspected regularly, and certain types must be sani- 
tized. Workers must develop the habit of inspecting PPE before wearing it. 
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COVERALLS WITH PANTS 
Ove« SOOTS 



RUBBER BOOTS 



Figure 4. 



The ^se of personal protective devices Is a necessary , 
part df any safety program, 

# 



Medical and first aid capabilities pr'ovided in the workplace must also 
be considered. Employees should know where to find , first ^Id supplies, how 
to use them, and where emergency telephone nurfibers are posted. 

OSHA standards for personal safety vary for different types of Indus- ^ 
tries. ' A good saf-ety program will have the standards for its particular in- 
dustry clearly detailed and will enforce them w-ith regular inspections. * 

Structural and mechanical safety demand 
that workplace hazards be identified. Struc- 
turaV safety applies to the physical, layout 
of the work areas, floors,''WlkwaVs, doors, 
and lighting* Mechanical safety is related 
to machines and equipment. Inspection an(l 
maintenance should be performed on common 
hand tools, and guards on dangerous mc^^hinery 
must recei^^e special attention (Figure 2)/ 

Since the ultimate objective -of a safety 
and health program is accident reduction, any 
activity that contributes to this end 
belongs in the safety program. 
Proper records of accidents must 




Figure Guards on;^ 
machiney contribute to 
safety only when they 
are in place. 
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) • • " ^ . , . 
be keptno aVlow compa'jjfson wit^^revious periods. If. such a comparison 

. * ^ . .-^A V\ ' • 

shows a reduction in the rate of accidefits -the safety prbgraoi^ can be ^ 

considered succes^-ful. If. the comparison shows jio reduction- in accidents/- 

•the program needs to be re-evahij^ted ancfcJ Irrtproved, - * * ; 



ACTWiVy 3: 



What is a good method of ass>eniij(^ safety and health 
responsibilities? ' * 



OBJECTIVE 4: ExgJ^ln five way s ✓in whi^ch management^can / 
maintain employee' Interest in safety prog^rams, 



For a company safety program to be successful^ employee interest |has to 
be maintained at a , high .level . Although this is not difficult, it is where 
most' safety programs fail. If enjployees are- involved in safety-related 
activities, this failure can be Avoided. ' ^ 

Safety should be prdmoted as a ,continuqys part of the v^^^k environ-' 
ment. One method'^.of promoting the company ^safety program is» through regu- 
lar .meetings. These meetings may irtvolve bnly^ small groOp of employees, 
or all employee's. Such meetings are good- places to givp a pat on the^ack 
to ao. indivl-dual or group, that has contributed to the safety program, aAd to 
discuss, problems that need attention.. ^ * - - \ 

. The*c6mpany bulletin board is another||»etf>pd of promoting .the company 
safety program, the OSHA workplaca^ poster Number 2203, Job Safety and * 
Health Protection ^ should be posted along with aif^ new safety standards re- 
lated to the workplace.' Safety it^ms from^ trade magazines related tg com- 
pany activity should also be included on .the bulletin board..t An effort 
should be made to reguiarly update-the bulletin board ^Tth current articles^ 
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or tlippings, . Cartt)ons on safety or humorous newspaper item^ lend interest 
to a.bulletin'bdard, ' * ' 

Pamphlets elnd .letters are another ^neans for publicizing company safety 
policy, OSHA^pamphlet '3035, "Your iJorkpTace Rights in Action," should be 
fhacle available to all employees, as'shouT^i other -OSHA materials. Most" 
SiJpplier^ and manufacturers, as well as in^^surance companies that underwrite 
workers' comp'ensation^ program^, alsd have pamphlets that -discus's- the safety 
aspeots ofmachines, equipment,'^and processes,* * . • . 

* Letters are an' especially effective means for announcing information 
about company safety policy, A^sijigle letter can be posted on the bulletin 
board, or individual letters" can be placsd in pay envelopes, , When any . 
employee makes a significant contribution to the safety program, a personal 
letter from the boss addressed to the employee's homeMs'an especially 
effective way to recognize the employee's concern for workplace safety. 

To give safety awards the significance they desjerV§, they should be 
reserved far exceptional contributions to the safety program. These Swards 
may be monetary, but frequently a placard or a trophy appropriately 
inscribed vs'erves as-'an *evea. better way to ma<tk' the ocqasi^. - The manner in 
which thfe award is. presented is aiso important,. It should always be 
presented in the presence of other employees^ at a special meeting, a 
luncbeon, or, if the situation meVits, aft company dinner or banquet. An 
award shouldxie given to any employee who makes a sugj^ffrtion that is acted 
%jp^^ and pliced into^the safety program. The^.awar/might be no more than 
$5.00 or. an afternoon off,** but the employee who goes to the trouble to write 
a good safety suggestion deserves^iotice. • ' 

Another important factor in employee^^hn^ivation is the example set by 
supervisors and management. Supervisors who strictly follow* safety ^ules 
and make safety an integral part of the production process are a positive^ 
influence on employees. ' ' . • ' ^ ' 

For a safety program to function well, training can really never stop. 
Good training demands' continuous participation: by every employee. , Training 
must emphasize th"e developrfient of safe working habits as welT as the impor-i 
^ance*of routine,' seemingly unimportant tasks being safely carried out • 
(Figure 3y. " ' * ' / 
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' Hersons selected to train. employees Should complete formal courses at a 
Ufi'lversity -or^a local community college. Alternatively^ medical and first 
aid tr^rning .is offered at various times of the year in formal coupses pre- 
sented by local branches of the American Red Cross. The staff safety -di rec- 
tdr should arrange for training peVsonnel to attend industry seminars re- 
lated to 5afety as well as any^ther special -courses or prArams thai would 



enhance the instructors 



training abilUies. 





SAFETY IS NO ACCIDENT 
yiNE ARE NOW^N DAY 
WiTH>NO ACCIDENTS. 



figure 3. Safety must be practiced on a daily basis. 

No safety program #is complete without enforced discipline for those who 
brjeak the- rules. Enfo'rcement should depend on the nature of the viofa^tioijl, 
but there are so'me traditional .practici&s in this area. ^ 

A first violation of* a safety rule usually merits a warning. A second 
violation by the same person usually draws a stronger warning, and sometimes 
a shqfrt layoff 'l^thi rd violation often results in. an extended layoff, or, 
in severe cases, termination of employment. Administering reprimands to 
tho'se who v4olate' rules demands' tact and good judgment, and each case must 
be handled (0^ts own merits. An emp^loyee who repeatedly and deliberately 



14 



SH-49/Page 11 



disobeys rules and Endangers the lives of other employees as well as his or 
her own life should be dismissed promptly. In cases* where an infraction of 
a rul^ involves a union employee, it is wise to cIt^uss the p^roblem with a 
responsible^un.ion authority. 

'Employees who^bey the rules will find encourdgemeft in realizing that 
the .safety program does have bui lt-in'^t)rocedures for disoi pi intng violators, 

, ^^^^^^^^Mi ACTIVITY 4: ^^^^^^^^^^m 

• Name five ways management can maintain -empl oyee interest 

. "i • ^ 

•in safety programs. 



1. 
^. 
3. 
4. 



t 



OBJECTIVE'S; Expltin two objectives of regular s^f^ty 
inspections. ' • 

T 



Inspection and control procedures ton^-ribute both to a safe work envi- 
ronment and. to profits. However, these'benefits are. enjoyed only by com- 
panies that employ, control led inspection techniques^ 

Insp;ections have a two-fold objective: ^ (1) to identify unsafe physfcal 
conditions Jn the workplace, antj (2) to identify unsafe practices in the 
workplace. To acgafflplish ih^se two objectives. Inspections should be made 
at regular intervals. . • ' 

The National Safety Council recommends that regular inspeaions be pro- 
grammed as^follows: 

• Periodic. ' ^ ' 

• I^ermittent. / 

• •Continuous. 



Spe#^l 



"Periodic inspections are those- schedul ed to 'be made at regular inter- 
vals such ais^^very six months, every month^ every week, orMn some cases 
every day. A periodic inspection might confine itself to a specific area in 
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thft workplace or it might include, the ent*re.plant;. Generally, periodic in- 
spections are Announced, thi/s ^1 lowing %ie super;/isors time to have xhe work 
area cleaned up and'^o let employees p^fl^a're for the inspection. 

An intennittent inspection Js {He "inost common type of inspecti^. It 
ijnannounced and, therefore, unexptgted by the workers. Intermitt^t in-' 
spections frequently foljow the occurrence of a rash of Occidents or "near 
accidents in a specific area of the workplace. Because of the Element o^ 
surprise, this type of>Kfs^^tion often reveals actual work conditions uther 
than prepared c(i<id*t!ions^ " * - ' 

^ Continuous inspections literaTly take place all the time. These in- 
spections are conducted^y persbnpfel wtfo devote ^heir time to observing 
equipment, and operations. Because these inspectors are usually highly 
skilled, their observations not orfly contribute to safety, but also serve in 
catching equipment problems that tan be Corrected before temporary or pro- 
longed shfft downs of equipment are reqijired. 

J|ecia> inspections take place^whtfn ttievtteeW arises. Any workplace 
acc'W^nt *;Cal Is for a speci'aT>'inspection by tbe safety committee. .The addi- 
tion "of a new machine or a new process also merits a Special inspection from 
the^time ^ startup until it is working safely. Remodeling creates new sit- 
uations that demand a special Inspection. During fire prevention week, a 
special inspection can help reinforce employee awareness of -the' occasion . 

*General inspections^ are n^ conducted on a regular basis, and so are/ 

, * t 

not li'sted with the four basic types*" of re gi/1 a/ inspections. A general in- 
spection can have a broad range;. It might be 'the company's annual Inspec- 
tion, or the inspection of^n* ar'ea that is rarely inspected, such as a 
single storeroom, a basement, or in "Overhead area that is difficult to 
examine .from the workplace floor, A periodic inspection^might even be made 
of the 'parking lot. Even though a general inspection is limited in scope, 
it should be conducted with the^same degree of concern that is shown for. 
other types of inspections. " • V 

P Night inspections should be made to ensure adequate lighting -for em- 
ployees who work at nighty An accurate light-sensitive meter is sometimes 

'necessary to properly measure\an<J evaluate il Rumination. Plants on a one- 
shift schedule should also be' inspected at night tO' observe conditions in 
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which janitors, night watchmen , -and maintenance personnel work, . 

Inspection control procedures'requi re ithat -inspectors be well ;prepared 
wher>*they enter thje; workplace for an'in^spection. This may require that they^ 
review prior accident reports from the area that. is to be' inspected. / The 
should also be'-knowledgeable in the work .functions being 'per^rmed and be 
trained tn inspection techniques, 

Recommendations that resulV from .the 'laspection may be prepared aj^tay 
from the workplace, but the- inspection itself should not be tru^sted to 
memory. Inspett\pn information should be put in writing as it is observed, 
using forms suitable to tte inspection. The most commoji form in use is a 
simpl e- chetkl i St with items arranged in numerical order.. This method en- 
"^ures that observations wil.l be recorded accurately. Use of this form als'o 
saves the inspector time, because>e or she can qui ckly 'check areas that are 
acceptable\or can make notes on the checklist if action is needed. A sample 
che<^ist for exits and access to exits is shown in Table 1. 

TABLE i. A "SAMPLE QHECKLIS^- FOR EXITS AND, ACCESS TO EXITS. 



^ . - EXITS AND ACCESS T0_ EXITS • 




OK 


ACTION 
NEEDED 


1. Are '.all ex«its visi;ble and unobstructed? 
'2. Are/all exits marked with a readily visible 
sign that .is^jroperly illuminated? 

3. 'Are there Sufficient exits to ensure prompt 

escape in- case of em^fgency? 

4. Do albexits xjischarge directly into a 
street or publ ic way? . 

5^ Is the access to exits -Sufficiently >ride 

, to allow exit* travel^ - - , " 




> 



ACTIVITY 5: 



Four accidents have been reported on ^he loading dock in 
the past week. Name the kind of Inspection that would 
be in order. 
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OBJECTIVE 6?/ Explain the need for inspection checklists 
and the items that a checklist should cover. 



Since controlling hazards in the workplace Is of prime concern, a list . 

of hazards and TOth(^ of controlling them^jhpuld be made. The following 

guidelines foiyrtntrol 1 ing hazards are J 1 sted in order of effectiveness; 

.4. Eliminate the hazard from the mac-hine, -the method, the material , *or^ the 
pTant structure. _ ^ j 

2*. Abate'the*hazard'by controllji^g exposures to it or guarding againstMt 
at its source. ' | • / ^ — 

3. ' Train personnel to-be aware of the hazard and to follow saf^e^ work pro- 

cedures to avoid it. . • • ~ • '\ 

4. Provide personal protective equipment for shie'-l^ing employees against 
\ . 'the hazard. 

V \ ' . . • f 

From this ll5t of control procedures, an inspection checklist should De 

^prepared in a format that focuses i>n the most effective controls first. The 

checklist should consider all operations connected with thtMndustry in-- 

volved. Checklists for machines and equipment are relatively easy to pre- 

pare and^follow. Checklists for. unsafe practices In the work area are .frgr 

quently more Involved because they must take into account the unpredictable 

human .factor. No inspector shouldy^o into the'work area without a list pf 

specific things to look for. Items that the ^National Saf^y Courrci l^ljcc^m- 

mends looking for are the following: ' 4 

• Qo persons operat^ machinery, use Ijodls, applyffce5(, or other 
equipment without authority? ' . ' 

• Are employees working or operating at unsafe speeds'? 

• Ma*ve guards^been removed, or have guards or ot^er safety devices 
been- rendered ineffective? 

• Do workfers use defective tools or equipment; u^e tools or equip- 
ment in^unsafe ways; use hands or body Instead of tools? 

^/Do workers overload,* crowd, arrange, or handle objects or mate- 
rials un'safely? ' • • ' . ' 

• Do worlj^rs itand or work under -suspended loads, open hatches, 
shaf^or scaffold^^^j:ide loads; get off or. on equipment or 
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vehicles in motion; walk on railroad trades, or cross car tracks 
or vehicular thoroughfares except at crossings?* 

• Do workers, repair or adjust equipment that is, in motion, under 
pressure, electrically charged, or containing dangerous 
substances? * . ^ 

• Does anyone distract the attention of, or startle,' other vlorkers? 

• Is there any failure to use safety devices or, protecti ve clottf-* 
ing? 

• Are there any other unsafe acts by workers? 

I r 
Although this list is typical of unsafe prqfedures that the inspector/^ 

must watch for, each workpUce inspection hwst be^-tailored for the specific 
activity that, takes place in the area bejng Jnspected. ^ 

Fire inspections are important to every business, and a good fire in- 
spection shpuld include the following: 

• Water tanks. ' ^ ^ 

• Sprinkler systems. . ■ . ' i 

• Standpipes. 



• Hoses.- 

( • • ■ 

• Fire plugs. 

• Extinfui shers , • * * 

• Training in evaluation proj:edures. , ^ 

• Training in the use of fire protectioli equipment. 

^fire inspection should include^ all meatis of exit ^rom the bui 1 ding, 
including stairs, fire, towers, fire ^scapes, h^lls, and any avenue of . 
escape. Emergency lighting systems should also bej^lgularly inspected, 
Especially -in^plants that have a night shift. Fire safety inspectors shou^ld 
report defective or obsolete equipmerft and make 'recommendations for its re- 
placement. Special atte/ition should be given to new processes or products - 
added to the workplace, since they may require additional or special fire 
^extinguishing dCLvlces. 

Th^ inspection of elevators, boilers; and unfired pressure^, vessels is^ 
requlrediby law. These Inspections are Scheduled periodical ly and becaojse 
of the htghly specialized training required, usuajly are not made by plant 
A responsibly party at the workplace should be notified in ad- 




i: 



vartce^ that^such an^1nsp^t1on -wtl f be made^ in order to prdvide .sufficient 
time for, shutting down the equipment. ' \ 

In dddi<.ioh to the periodic inspections made by outside inspectors, U 
is good p^acf^ice to bavg ^ qualified company employee make regular inspec- 
tions of ele^ators^, t^pilers, and urffi rec^^ pressure vessels as part of the 
company (Safety; program.' • ' 

. ' Floors an^« floorring should also be inspected periodically. Particular 
attent'ien should be pai(l to conditions^ that cogld clause a worker to fall, 
^ince falls are the sfecond largest ca4se (5<M?n-the-j6b accidental deaths. 
Flbof^ hazards that can' cause falls are the followir^g: 
Slippery, wet,- oily, or worn floors. ^ 

Ice and snow on wa]ks and platforms. , - ^ . 

Stumble hazards. * , - * 

■ * 

Worn or broken treads t)n stairs. ' - " 

^Insecure scaffolds and- platforms. , ^ 

Platforms with no handra'ils. * 

Ungyarded floor openings' and manhgles. 

V ^ - - ^ ' ' < ' 

^ Daily inspections should be made 9f all powered materi^al s-handl ing 

equipment such as cranes, hoists, presses, conveyors, and power trucks. 

Electrical ^equipment, power»and hand tools, a^nd portable electric ^oojs^ 

should be inspected at regular intervals not exceeding 60 days. Any def^c-if 

tive equipment 0/ tools must be labeled with a warning that they should not 

✓ * N — * 

be used, and then they shoulxl be repaired as soon 'as possible. 

Chains, cables, rop^es, or any equipment subject to Severe strain in 
handling heavy loads must be inspected each' day before being used and again 
at frequent- intervals jduring use^^Reco'rds of th^ses^nspections should be 
Icept, an<| equipment marked to shgw the date and resul^5^ of the latest in- 
spection. . ' - . , 

• Air sampling is frequently required tq^determine the presence of'toxTC 
fumes and gases, and harmful dusts. Such inspections may.also calTfor 
testing materials for toxic properties, and for ^checlcing the^ operation of 
ventilation or exhaust sy5tems. When* hazardous conditions are suspected^^ a 
special inspection must be made. When an inspection revea]s a situation • 
that needs change or imprcyvei^nt , recommendations for t-h^ese changes should 
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be 'pcrt irr* writing as soon after the inspection as possiblie.. In pases whtere 
an inspection turns up a workplace hazard that could iinmedial^eTy'Tsn^anger 
life, corrective action should take place at once. This manyjWan an imme- 
diate shutdpwn of a particular machine or an entire process.;,^ In this. case, 
there vf an urgency for action^ The report can follow latef. ^ 

Nol uftsafe condition reported in the working enyi rpnm^fc 'shouM be as- 
sumed corrected simply because it has been inspected. Proper followup pro- 
cedure i^ to check the machine, the equipment, oriihe situ^ation until it is 
corrected. 



ACTIVITY 6: 



r. What is the^ least effective method of controlling 
hazards in t^he workplace? . * * 

J A ■ ■ ■ - . 

2. When should chains, cables, ^ ropes^, or any equipment 
subject to severe strain be inspected? 



OBJ€<mvE 7: Identify and describe the two OSHA- 
required accident rejcord forms. ^ 



Accurate recor'dkgeping is an essential^ part of an efficient and suc- 
cessful safety program. Records supply the information necessary to pin- 
point consi^stently unsafe areas and actions. » Once these areas are located, 
safety procedures can be produced to contro'li-^he- hazard. Accurate records 
can also reveal the deghee of' success' of a safety program by a comparison 
with past!* records. By analyzing records of accidents, a determination c^n 
be madp as to what areas n,eed greater emphasis in 'the safety program. 

Accurate recordkeeping requires kno'wl.edge of what is considered to be 
an occ'upational injury or illness. An oitupationaj injury is an injury such 
as a cut, fra<:ture, sprain, or amptitativon t-hat results from a work-related 
accident or from exposure involving- a 'single incident >n the work environ- 
ment. An occupational illness is any. abnormal condition or disorder, other 
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than one resulting from an occupational injury, caused by exposure to envi- 
ronmental factors associated with employment. 

Although employers (Tf ten or fewer employees are not required to ob- 
serve OSHA recorc^eeplng standards, the Standard^ T'equire only a minimum 
amount of paper v^rk^ and should%b€ maintained by all employers. 

Basically, the" OSHA recordkeeping system haSi four Important points: 

All occupational Illnesses, regardless of severity, must be recorded. 
All occupational Injuries must'^be recorded if they result in death, in 
one or more lost workdays, 1n restriction of work or motion, in loss of 
consciousness, in transfer to another job,' or in medical treatment 

other than first aid; * ^ 

f2. Each illness or recordable Injury should be logged on the OSHA Fohm 
Number 200, shown in Figure 4, according to the provided instructions. 

* Each entry must be logged within six worktng days from the time that 
the employer Ifarns of the injury or Illness. Additionally^, the OSHA 
Form Nuniber 200 for the, previous calendar year nkist be posted in each 
>workplace no later thdW February ! and kept 1n p^ace until March 1. 

3. " A supplementary record of recordable cases of occupational injuries and 

illnesses must be prepared withln'six working days on OSHA Form No^ 
' 101, shown vn Figure 5. -Workers' coijipensatlon forms are acceptable for 
this, so long as-they contain all the infdrmatiOR on the^SHA form. , 

4. The^e r§cords^must be filed for at least five y^ars. 

Recocts of certain medical examinations must be kept for 30 years. 
Th^se records are g^erally required* for employees ^ho work around toxic-or 
hazardous substances. Every employer should check OSHA standards to deter- 
mine the requ1 rements* for medical examinations in his or her workplace. 

All employers, including those with ten or fewer employees, must report' 
ctly to O^A within 48 hours,, any accident th^t results in a fatality or 
in the hospitalization of 'five oc/nfore employees. 
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ttHA hte. 101 . approved 

SITpc nk Ho: ^. ' \ • OMS r4o. 44R 1453 

Suppitmentary Record of l3ccupationai injuries and Illnesses 

EMPLOYER « % 

t Mail addras : * ^ — t 

(IW. u4 ami) (Cit? or town) (Sute) 

i Location, if diflemt from mail addreaa ,,^>X.. — * — — x— — 

INJURED OR ILL EMI^YEE f 

4. Nama , Social Security No. -1— 

(Rm awa) * <MkWk jfi»i) (Uut o«m) 

5. Hoae addr«ai-v-:^ ! — £ — T Tr^^ 

(No. m4 itmt) . <Cltr •r town I (Sui«) 

6. A«e . , 7, Sax: Mak Female-. (CWk <»e) 



S. OocupatioD 



(2u«r RfaUr i«b Utk« m< tptcifie aelintir b« wu performiac ftC Um o/ ajurr.) 
9. .pepATti^Bnt 



(Caur fit ol dcptitacac or divtuoe ia which liio uiiured penoa is ref^i*'^ eaploywl, ma 
tkoofh Im moy havo ^b^a tamponrilT workiag la uotber depamnenc «c tiio umo Qi iajory.) 

THE ACClDiNT OR EXPOSURE TO OCCUPATIONAL ILLNESS 

la Place of accident or exposure' 1 

(No. tad tuM) (Cty pr iow«> . 

If accident or exposure occurred on em^oycr's premises, give address of plant or establishment in which 
it occurred. Do not indicate depaitmeni or diTisioo within the plant or csublisfuncnL If accident oc- 
curred outside employer^ premises at an identifiable addrcsa, give that address. If it occurred on a pub- 
lic highway or at any olher place whkh cannot be identified by number and sUcet, please provide place 
references locating the place of injury as accurately u possible. 

II. Vaa place of accident or exposure on employer's premises? — ^ <Ye« or No) 

- 1 ■ ■-■T--- 

(Bo ipoeific II bo WM tuuif looU or eqttipment or Haodlioa aoterUl. 



12. What was the employee doing when injured? 



auDo theiB oad tell whot bo wts doiof ^ith them.) 



13* How did the accident occur? -J — , 7*'7',T VTr^tl, 

(Ocaenbo fuUr ^ t^oacs which resulted ia the injury or occopotioooi diaeso. leu wnai 

'^ppttii'^wThowThoppeaed. NaaM say objects or luhouaces inwived sad ie!I how they were lavoUed. Ci^o 

*7a5^dotsiis*oV^ factors which led or cooifihuted to tho sccidenL Use^psrste ^heet for idditioosl ipoce.) 

OCCUPATIONAL INJURY OR OCCUPATIONAL ILLI^S 

14. Describe the injury or illness in det^ and indicate the pert of body atfcctcd. 

(cf.: tmpuut^ of rifht index 5oter 

at sooood joint; fnctuie ribs; lead poiMoinf ; denutttis of left haad, etc) 

15. Nacie the object or subst^x which directly bjured the employee, (For example, the machine' or thing 
'* he struck against or whicKtruck him; the vapor or poison he jjha^ed or swallowed; the chemical or ra- 
diation which im'uted hia akin; or in cases of straitis, hernias, etc, the thing he was lifting, pulling, etc) 

16. Date of injury or initial diagnosis of occupational illness ?• 

(Date) 

17. Did employee die? <Ycs or No) 

OTHER ' 

. ISj^ Name and ad'^re3s of physician , 

19. If hospitalized, name and address of hospital * , 1 



Date of report Prepared by : i ^ 

Official^posilion — — ^ - ) 

Figure 5, Supplementary record of occupational injuries and illnesses. 
• , (OSHA Form No. 101) 
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ACTIVITY 7: 



!• Define in occupational injury. 



2, How soon itjust an occupational illness or injury be^ 
' rqSfiged ,on the OSHA Form Number 200? 



3, . 



Complete theVollowing Sjentence, 
All employers, regardless of how many workers they 
employ, must report directly to OSHA within 48 
hogr^ any accident that results in 



OBJECTIVE 8: , Describe the objectives of an accident 
investigation. 



"The complete and thorough investigation of an accident is an important 
Ftart of*" a CQntinuing**accidfint prevention program. Although there is no way 
to reclaim loss^es from, an accident, a/i adequate, investigation can help to 
ensure that such looses are not repeated. An accident investigation should 
have the following basic objectives: 

• To gather evidence, facts, 'and related data involved in the accident,, 

• To analyze the total information gathered and determine the^^cagses of 
the accident* » ' - ^ ^ . ■ 

• To develop and implement work, practices, machine design, or operating 
' methods that willj^^event a recurrence of the accident. . \ 

To accomplish the first* objective, the accident investigator niust be a 
reliable p'erson ,who is skilled in tbe Work operation that was being^pe^- 
• formed when the accident occurred. Generally, the supervisor or foreman 
will conduct the initial investigation and gather all the facts 'an4 evi- 
dence. Every investigation should be made as soon '.4s possible afj:er the ac- 
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cident, since a delay of ^even an hour might allow important evidence to be 
dB^stroyed or lost. Interviews of* witnesses should be made as soon as pos- 
siJ)l.e and their statements witten down. 

After all ^formation is gathered* It should be an/iyzed to determine 
the cause or. cause*s of t|je accident." The analysis should include whether 
the accident was the result of an unsafe act by the worker or another person 
*pr of an unsafe ^condition. If the accldent^was the result of- an unsafe act 
by a ^rker, worker. training or Supervision may have been inadequate!; In 
Instances where the accident *was the result of an unsafe condi^tion, a deter- 
mination should be made of exactly what tbc^'conc^tfon was and what changes 
are needed to correct it. An unsafe condition may be, an unguarded machine, 
an uns^e level of air contaminants, an Overloaded el ectrical^cricuit , or 
any* number of hazardous 'workplace conditions. ^ 

^ After the Cause of the accident has been determined, all possible cor- 
rection methods should be considered and therforrective action taken as soon 
as possible. This is' the third objective of the accident investigation. 
The employer* should ^n^r^ that all training determined to be necessary is 
given 'to the workers", and t^aJt any necessary changes in machinery or work 
a'rea ^<;l3itievare made. ^ ^ ' . * * 

- 'i.Any arcident causing death or serious injury should- be investigated, as 
should near accidents thA^oul d'have caused death or^serious injury.. A 
rope break op a*scaffold ^TT^e explosion of a tank points to seriojis^prob- 
lems even though Injuries ^mignt not have resulted^ 

An epidemic of minor irfjuries should also be -Studied. Tfie injuries may 
involve nothing m6re than a-worker*s 9 €frt i n 9*>jL parti cle in an eye or. a 
scratch on the hand, but when these minor accide^pts happen often they indi* 
cat|Lsafety problems that demand correction. 

■fcfe purpose* of accident investigation is^ td/find "facts, not faults. In 
other^rds, an' accident investigation that ^^*l^ut to place btame or to 

prove a wrong is^not accomplishing its pUrpose.^FaiVness" is absolutely es-^ 

* 1. * * 

s?nt1aT. 'Only an impartial investigation can fulflM the objective of ob- 
taining information that will help prevent futAjre accidents from occurring. 
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ACTIVITY 8: 



Who generally conducts an initial accident 
investigation? 




Circle True or /alse. 

.a. Investigation of near accidents is important 
from a safety -standpoint. ^ 

- True 1 'False 

• b. The purpose of /r\ accident investigation is to 
, find fault. 

Trie' False 



/ 



^ OftiEcnvE 9: Cite the benefits of a good company safety 
^ program. * ^ 



The prevention of accidfent^ is naturally the primary c^ncerrvjof a com- 
p^. safety, pro^f^am. A' defined program is necetsary to ensure that safety 
•becomes an (integral part of the production process. Safety mus^U^come an 
attitude ^that i^built-into every procedur/ that the company hasi There- ' 
fore,^safe4|^c4nnot be a fum:t1on' o^rifianagement only but must be an effort 
by each employee of the company. 

'A well organized and properly fiinctibnlttg company safety program bene- 
fits both employee* and tlie company itself. Benef+ts include the following: 
* e^ed production with correspoadffg profit increase. 
i^Bwered insurance and itiedic^l costs. - 

• Lowered laboniiiiorale. ^ * * 

• Lowered labor turnover. ^ 

These benefits' depend u|ion the efforts of each individual in the com- 
fWny. ^, . 
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ACTIVITY 9: 



Complete the following sentence. 

A company safety program cannot be just a fuhctidn of 
management only but rather . 
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ANSWERS TO ACTIVITIES 



.ACTIVITY 1 , " . . ' • " 

To ensure/^so far as'possible, every working man- and wom&n in the 

nation safe and healthful working conditions and to preserve our human 

4 ' 

resources. 

. 

ACTIVITY 2 

1. The highest level of manage^nt. 

2. Members of .the 'safety committee along^-with the department supervisor. 

3. ^ a. Alarm systems. 

|>>s.^^ Evacuation procedures. 

c. • Medical functions. 

d. Training of emergency personnel. ' 

e. Communications, / 
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ACTIVITY 3 ' \ • . 

The same method in whiQh"*prodLiction .responsibi 1 ities are eTssigned, 

ACTIVITY 4 ' ' ^ , - 

(Any five, ) • - ^ ^ 

n Meetings. * * ^ - 

2. ' Company bulletin board. ^ ^ , . 

3. Pamphlets. : . , . ^ 

4. ' Letters. ' ' . • • ^ . ' . - \. 

5. Awards. >. 

6. Example that is set' by ,^supervi sors and management. . 

ACTIVITY 5 

Afi intermittent inspection. 

ACTIVITY 6 * 

1.^ Providing personal protective equipment for shielding employees Against 

the hajtfrd. - 
2-. /Each day before being used and again at frequent intervals during use. 

ACTIVITY 7 ^ • . - • 

1. Ah injury such as a cut, fracture, sprain or imputation that results 
frtm-a" work-related accident or fi^om exposure involving a single 
Incident in the work^ing environment. 

^4 Within stx working days from the time t-bat the employer learns of the 
injury or illness. * * ^ i 

3." A fatality or the hospitalization of five or more employees. 

ACTIVITY 8 ^ 

1. The supervisor or foreman.' . 

2, a. True. ^^^^^ ' ' , ' * • 
b. False. ' . 

^ACYlVITY 9 " ' 

An effort by ^acfv employee. pf* the compafiy. 
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